PART I DEPARTMENT OF PERSONNEL SERVICES 17.785
STATE OF HAWATT

Class Specification
for the Class:

CENTRAL SERVICES ADMINISTRATOR

Duties Summary:

Administers the statewide repair and maintenance of school
buildings, State office buildings and related facilities under the
jurisdiction of the State Comptroller, including custodial
services for State buildings, grounds maintenance activities for
grounds surrounding State buildings, messenger services for State
departments, a statewide Energy Management and Conservation
Program and a Fire Safety and Prevention Program for State
facilities; implements the statewide school bus transportation
program; and performs other related duties as assigned.

Distinguishing Characteristics:

This class involves overall responsibility for planning,
directing and coordinating a statewide program of building
maintenance and repair, grounds maintenance, messenger, custodial,
energy conservation and fire prevention services. It also
includes responsibility for implementing the statewide school bus
transportation program.

The position in this class is under general administrative
direction and is responsible for all administrative and technical
aspects of the division's work. The administration of the
division's functions and activities is accomplished through branch
managers, specialized staff services and the use of complex
procedures and organizational management techniques.

Examples of Duties:

Plans, organizes, directs and coordinates the repair and
maintenance of school and State buildings under the jurisdiction
of the Comptroller; directs the maintenance and landscaping of
grounds surrounding State buildings; directs custodial services;
directs messenger services; implements the school bus
transportation program for the State; directs a building
management program which includes engineering services for energy
conservation and approval of leased office spaces and space
assignment of office buildings; directs a fire safety and
prevention program for State facilities; directs inspectional
services to determine need for maintenance work; directs the
review by subordinates and discusses with Public Works Division
personnel and consultants plans and specifications for new State
buildings with the objective of constructing buildings which incur
reasonable maintenance expenses; develops and executes
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operational policies and procedures based on objectives to assure
efficiency within the division; interprets divisional policies and
procedures and advises and directs the heads of the wvarious
branches, district and staff offices on administrative management
and technical matters; reviews operations, reports and assignments
to assure efficient accomplishment of objectives; revises
operations or reassigns work to meet these objectives; directs the
financial management, personnel, property management and methods,
standards and evaluation functions; develops and directs long-
range goals and short-range objectives; responsible for the
preparation of budget requests and program expenditure plans;
prepares reports; establishes criteria and guidelines for
priorities of work; confers with legislators, administrators and
others regarding services rendered and future needs of programs
which may result in redirecting the program; meets with educators
to discuss problems of schools' physical facilities; establishes
and maintains good public relations with user agencies, the public
and legislators and appears before them to explain and discuss
activities and programs.

Knowledge and Abilities Required:

Knowledge of: Principles, practices, concepts and
technological advances of engineering as they relate to facilities
design, construction and maintenance, drainage, settlement and
pavement problems, structural considerations, air conditioning and
ventilation systems, noise and heat transfer problems, energy
conservation and fire extinguishing systems, power, lighting and
grounding systems; State laws, regulations and procedures relating
to the division's programs; codes, ordinances, and regulations
applicable to building construction and maintenance; codes,
ordinances and regulations applicable to public carriers; budget
preparation and execution; principles and practices of public
administration, management and supervision; principles and
practices of safety.

Ability to: Administer a statewide building maintenance and
repalr program; establish and implement policies and procedures;
plan, organize, direct and coordinate the work of others; review
plans and specifications from the maintenance viewpoint and
recommend necessary changes; make top-level decisions on courses
of action having far-reaching implications; function as a top-
echelon consultant and provide advice on difficult and important
public works matters; represent the division at conferences and
discussions involving leaders of government, industry, educational
institutions and the public;
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act with authority on current and proposed programs; prepare
correspondence and reports; prepare budget requests; establish and
maintain good working relationships with others.

This is the first specification for the new class CENTRAL
SERVICES ADMINISTRATOR.

Effective Date: July 1, 1987

DATE APPROVED: 3/2/88 Alfred C. Lardizabal
for ALFRED C. LARDIZABAL
Director of Personnel Services





<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /FRA <>
    /ENU (Use these settings to create PDF documents with higher image resolution for improved printing quality. The PDF documents can be opened with Acrobat and Reader 5.0 and later.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


